Republic of the Philippines 

OFFICE OF THE CITY MAYOR 

The Executive Building. City Hall Complex 
Danao City, Cebu 

EXECUTIVE ORDER NO. 18 
Series of 2C20 


AN EXECUTIVE ORDER ADOPTING THE FOUR-DAY WORK 
WEEK AS PER CIVIL SERVICE COMMISSION MEMORANDUM 

CIRCULAR NO., 07, SERIES OF 2020 

i 
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WHEREAS, Presidential Proclamation No. 292 has declared a State of 
Public Health Emergency throughout the Philippines due to the COVID 19 and 
enjoined all government agencies and Local Government Units to render full 
assistance and cooperation and mobilize the necessary resources to undertake 
• critical, urgent and appropriate response and measures in a timely manner to 
eliminate the threat of COVID 19; 
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WHEREAS, Civil Service Commission Memorandum Circular No. 07, s. 
2020, provides for the guidelines for the alterative work arrangements and 
support mechanisms for workers in the government for the duration of the 
State of Public Health Emergency; 


WHEREAS, the Danao City Government sees the need to adopt the 
"Four-day Workweek" under the CSC MC No. 07 s. 2020 as an alternative work 
arrangement for workers in the city for the duration of the State of Public 
Health Emergency; •• '' ’ ■ • 


NOW THEREFORE, I, RAMON D. DURANO III, City Mayor of Danao 
City Government, by virtue of the powers vested in me by law, do hereby 
order the following; 
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-1* Danao City Government employees' working days is reduced to four 

(4) days but must still comply the required 40 work hours per week: 
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2. The Four-day Workweek in the City Government of Danao shall be 
effective starting today March 16, 2020, unless sooner revoked by 
the undersigned; 


2.1. All employees are directed to time in on or before 7:00 o'clock 
in the morning and time out on or not earlier than 6:00 o'clock 
in the evening. 
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2.2. Employees who report for work beyond 7:00 o'clock in the 
morning shall be considered tardy and those who time out before 
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6:00 o'clock in the evening shall considered under time. Off¬ 
setting of tardiness and under time shall not be allowed. 

2.3. One (1) day absence shall be considered as a ten-hour absence 
and shall be deducted proportionately from the employee's leave 
credits. 

3. In order to have continued services to the public Department and offices —. .—.a- 
with frontline services shall render the regular service hours from 8:00 

am to 5:00 pm. from Mondays to Fridays. 

4. Considering that the Office days shall be its normal workweek from 
Mondays to Fridays, all Department Heads shall strategize and make 
proper work arrangement to ensure the delivery of unhampered public 
service despite observing the four-day work-week. 

5. All Department Heads are given the responsibility of informing their 
employees regarding their duties of complying the legal orders of this 
office, and strictly monitor the attendance of the employees. 

6. While the City Government will remain open to the public, heads of 
offices are encouraged to avail and come up with a scheme of follow¬ 
ups by phone, text or email. The same should not compromise efficiency 
of service and the ease of doing business to all clients.- 


7. Inter office communications and follow-ups where practicable are to be 
made online or through other electronic means. Heads of Offices sending 
such transmittals must ensure receipt thereof by persons concerned. 
The same should not in any way impede the day to day operations of 
the City. 

8. For meetings that are inevitably necessary, the same must be conducted 
in open / non-air conditioned rooms. 
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9. Massive cleaning and disinfection of government offices must be 
conducted through the coordination of the City Health Services Office. 

This Executive Order shall take effect immediately upon issuance. 


DONE this 16 th day of March, in the year of Our Lord, Two Thousand and 
Twenty in the City of Danao, Cebu. 



City Mayor 



